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CIA POSITION STANDARD 
GS -0306. 00-00 RECORDS MANAGEMENT SERIES 


I. INTRODUCTION 

A. DEFINITION 

This series includes all positions the duties of which are to 
advise on, direct, supervise, or perform work involved in plan- 
ning, developing, organizing, and administering records manage- 
ment programs on staff or operating level. These programs cover 
any or all of the following functional areas: Records creation, 
records maintenance and use, records disposition, and vital ma- 
terials . 

B. EXCLUSIONS 

ORGANIZATION AND METHODS EXAMINER - GS-0303.01 
MANAGEMENT OFFICER - GS-0303.01 

ASSISTANT MANAGEMENT OFFICER - GS-0303.01 

These categories involve performance or supervision of adminis- 
trative management, organization, procedures, and methods studies 
in the interest of promoting greater efficiency, effectiveness, 
and economy in management of Agency operations. They also involve 
formulation of organizational plans, distribution of functions, 
staffing patterns, and work methods for newly established or reor- 
ganized Agency components . 

MAIL AND FILE SERIES - GS -0305. 00 

This series includes all positions the duties of which are to 
administer, supervise, or perform work involved in (a) receiving, 
recording, and routing incoming mail; (b) recording and dispatch- 
ing outgoing mail; and (c) indexing, filing, searching, or main- 
taining control registers on correspondence, reports, memoranda, 
or other records. 

C. BACKGROUND INFORMATION 


Federal agencies are required by law to establish and maintain an 
active and continuing records management program. By controlling 
and improving records from -creation or receipt to disposition, 
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this program aims to obtain for the Agency improved records and 
economies in manpower, supplies, equipment, and space. The pro- 
gram is divided functionally into reports management, correspond- 
ence management, forms management, records systems and file 
standards, vital materials, records disposition and Records Center 
operations . 

Reports management involves developing and improving reporting 
systems to provide management with type and quality of reports 
essential to its function; eliminating and preventing nonessen- 
tial reporting; providing simple and direct reporting methods; 
ensuring that instructions, forms, and procedures for necesdary 
reporting are clear and complete; maintaining a central reference 
file on requirements for reports and periodically publishing an 
index thereof. 

Correspondence management involves developing and installing form 
and pattern correspondence, correspondexes , and other labor-saving 
techniques or devices; formulating and establishing procedures and 
style standards for uniform preparation and handling of Agency 
correspondence and development of guides for their use; developing 
guides and promotional material for improving the writing ability, 
of Agency personnel; and evaluating and promoting use of labor- 
saving stenographic and typing supplies and equipment. 

Forms management involves eliminating nonessential or obsolete 
forms; consolidating forms used for the same or related purposes; 
preventing creation of forms with limited local application by 
extending use of existing forms; simplifying and standardizing 
size and design of forms; reviewing for approval or disapproval 
requests for new or revised forms; assigning numbers and titles 
and registering approved new or revised forms; preparing and pub- 
lishing periodically a numerical, functional, and alphabetical 
listing of all active Agency forms; eliminating unnecessary or 
wasteful printing and duplicating practices; and centralizing pro- 
curement, storage, and distribution of forms. 

Records systems management involves evaluating, developing, or 
applying new methods of records maintenance and servicing to effect 
increased efficiency and reduced costs and to facilitate eventual 
disposition of records; determining that records facilities are 
adequate; establishing standards for maintaining current records in 
terms of physical location, types of equipment and supplies, and 
personnel utilization; and determining adequate methods of receiv- 
ing, recording, routing, and delivering Agency mail. 
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Vital materials management involves advising and guiding officials 
responsible for selecting materials vital to reconstruction of the 
Agency; determining media and frequency of deposit; establishing 
indexing and filing systems; and developing disposition instruc- 
tions . 

Records disposition involves identifying and classifying Agency 
documents, letters, reports, forms, charts, maps, bookB, pamphlets, 
manuals, photographs, illustrations, etc. as to location, volume, 
and function, and determining whether such material is record or 
nonrecord in character; determining and recommending disposition 
by permanent preservation, microfilming, destruction according to 
applicable laws and regulations, or removal from office areas to 
less expensive Records Center storage. 

Records Center operations involve providing facilities of a storage 
area less expensive than operational units for noncurrent Agency 
records, including accessioning, reference, and disposal functions. 

The Records Management Program is carried on by Records Management 
Officers and Records Management Assistants : ( 1) In operating seg- 

ments of the Agency, with responsibility for direction, supervision, 
or performance of work involved in promoting, planning, developing, 
organizing and administering the records management program for the 
area within the framework of policies and procedures developed by 
the Records Management Staff; or (2) in Records Management Staff, 
with responsibility for directing and coordinating the Agency 
Records Management Program by providing basic plans, policies, pro- 
cedures, and staff guidance for their application to area programs; 
promoting installation of programs with Agency officials; and con- 
ducting surveys and operational audits in problem areas of records 
management . 

II . POSITION PROGRESSION AND RECRUITMENT SOURCES 


Potential recruitment sources, as well as promotional or lateral transfer 
possibilities to and from subject positions, are shown on the attached 
position progression diagram. 

III. CLASSIFICATION OF POSITIONS 

Positions in this series are classified in accordance with the evalu- 
ation factors on the attached Position Evaluation Chart and in quali- 
fication requirements stated below. 
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IV. QUALIFICATION REQUIREMENTS 


A. KNOWLEDGES, ABILITIES, AND EXPERIENCE REQUIRED 

Required experience must include progressively responsible work 
which provided, for GS-5 and GS-7 levels, analytical ability; 
ability to express ideas orally and in writing; and ability to 
deal effectively with people. 


For levels GS-9 through GS-12, experience must also have provided 
progressively greater knowledge of methods, principles, and prac- 
tices associated with planning, development, installation, and 
administration of a comprehensive records management program as 
found in large government agencies or in private industrial or 
business concerns; progressively increasing ability to recognize 
and define records management problems; ability to use effectively 
the tools, methods, techniques, procedures, and practices employed 
in reports, forms, and correspondence management, mail control, 
reference service, records maintenance, files standards, dispo- 
sition of records, and vital materials operations. 

The GS-12 level also requires ability to plan and organize surveys; 
ability to assume and delegate responsibility; and ability to de- 
velop regulations, notices, staff studies, handbooks, and other 
forms of written material designed to implement records mana gement 
procedures and practices. 


For levels GS-13 through GS-15, experience must also have pro- 
vided ability to interpret decisions, regulations, policies, and 
instructions in terms of their significance and impact upon the 
internal administration of a large organization; ability to effect 
adequate solutions to complex records management problems; ability 
to design, install or revise records management methods, procedures, 
and practices; ability to establish and maintain favorable working 
relationships with top executive personnel. 


Examples of Experience : Business administration, supply admin- 
istration, personnel administration, accounting, auditing, fiscal 
administration, other experience providing a knowledge of general 
business or administrative methods, procedures, and practices; re- 
ports management, forms management, correspondence management, 
mail control, reference service, records maintenance, files 
standards, disposition of records, and vital materials programs; 
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preparation of records management handbooks or textbooks; or such 
administrative activities as organization and methods examining, 
program analysis, library science, and archival science. 

GENERAL REQUIREMENTS ALTERNATE REQUIREMENTS 


Specialized Agency experience as an 
incumbent of a position directly asso- 


Grade 

Level 

Required 

Experience 

ciated with substantive records manage- 
ment work. 

GS-5 

3 yrs. 

6 months at the GS-4* grade level. 

GS-7 

4 yrs . 

6 months at the GS-5* or GS-6* grade 



level or any combination thereof. 

GS-9 

5 yrs. 

12 months at the GS-7* or GS-8* grade 



level or any combination thereof. 

GS-11 

6 yrs. 

12 months at the GS-9* or GS-10* grade 



level or any combination thereof. 

GS-12 

7 yrs. 

12 months at the GS-11* grade level. 

GS-13 

&=r yrs. 

18 months at the GS-12* grade level. 

GS-14 

10 yrs. 

18 months at the GS-13* grade level. 

GS-15 

12 yrs. 

2k months at the GS-14* grade level. 

*In addition to experience 

on which qualification to this grade 


was based. 

B . ALLOWABLE SUBSTITUTIONS FOR REQUIRED EXPERIENCE 

1. Successful completion of undergraduate study in such fields 

as: Public administration, business administration, industrial 
engineering, industrial management, political science, personnel 
administration, archival science, organization and methods ex- 
amining, or records management may be substituted on the basis 
of one academic year of study for nine months of required experi- 
ence. 

2. Successful completion of all requirements for a master's degree 
in the fields shown above may be substituted for four years of 
required experience. 

3. Successful completion of all required study for a doctor's 
degree in one of the fields shown above may be substituted for 
five years required experience. 
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C. PERSONAL CHARACTERISTICS 

Emotional stability, cooperativeness, conscientiousness and de- 
cisiveness in action; ability to exercise initiative and to main- 
tain favorable working relationships with others. 

D. PHYSICAL CHARACTERISTICS 

Duties involve no unusual physical demands. Incumbents must pass 
the standard "departmental" physical examination conducted by the 
Agency Medical Office, and the standard "overseas" physical exami- 
nation, if being considered for overseas assignment. 

E. RECOMMENDED TRAINING 
A. For GS-5 to GS-7 

1. Basic Orientation 

2. Administrative Procedures 

3 . Reading Improvement 

B . For GS-9 to GS-11 

1. Basic Orientation 

2 . Operations Support 

3. Basic Supervision 

4. Effective Writing 

5 . Reading Improvement 

C. For GS-12 to GS-15 

1. Basic Orientation 

2. Operations Support 

3. Basic Management 

4. Effective Writing 
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CRUITMENT SOURCES 

See Qualification Req 
Position Standard for 
tion requirements for 
Positions. 

uirements in this 
detailed qualifica- 
■ Records Management 


PRIVATE 

INDUSTRIES AND NONEEDERAL GOVERNMENTS 

D.0.T . Code 

D.O.T. Title 

0-18.01 

Management Engineer 

0-36.92 

Archivist 

0-46.85 

Form Designer 

0-69.86 

File -Service Worker 

O-69.98 

Systems Engineer 

0-97.12 

Office Manager 


FEDERAL CIVIL SERVICE OUTSIDE CIA 

F.P. C.P. Code 

F.P. C.P. Title 

GS -303-0 

Organization and Methods 


Examining Series 

GS -306-0 

Records Management Series 

GS -1420-0 

Archives Series 


U. S. ARMED SERVICES 

M.O.S . N.J.C, 


Code Title 

2420 Archivist 
2600 Administrative Assistant 
2610 Management Analyst 


Code Title 

2610 Administrative Management 
Control Officer 
2625 General Services Officer 
2670 Records Management Officer 
3310 Personnel Records 
Management Officer 


A.F.S. 

Code Title 

6746 Management Analysis 
Officer 

7024 Administrative Officer 


SCHOOLS 

Recent Graduates of Accredited Colleges 
and Universities with a Major in Business | 

Administration, Public Administration, 
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HCW TO INSTALL THE AGENCY SUBJECT-NUMERIC FILING SYSTEM 


Reference j (a) 


Handbook For Subject Filing 


1 * f '^r*5 , ^ lB 2 c ? 1 ove r ® aterial In your present file (or simply 
check the folder label*) and note which of the 31 subjects on 7 

^ «PPly. The alphabet ice 1 indS begin - 
® lgo hel P» Msh* op a file guide for each 
appl icable subject. Arrange these guides alphabetically in an 

i ?\ ?*!?!£« nt Wn * apacc * A eo «P 1 * of boxes vi 11 
do temporarily if cabinet space la tight., 

files from your non-current records . 
£££?** interpreted to mw^SSSSSTTn the conduct 
or current business, regardless of the date of the document." 

V*** 8 C T5 nt fll “ vin *• thoa * for the current 

date of thr P ™*^^i 0ne Te 0ld e r t2 t * tlm * ? BOte ita content* and the 
cuSJJ f ?» a * r CODt8ln8 both current and non- 

foSr^^+hl 1 ^ J?t* t fold ® r > transfer the entire 

"J™”: *v the new file you re setting up. Place each folder 

f rimar L gulde that beat identifies the contents of 
the *oiaer (e.g. Personnel, Liaison, Security, etc.). Again you 

FSid^*h V t ? rt Tl fer al ’Phabeticel index for guidance^ 

Folder by^folder work your way through the entire file. Be sure 
to write the primary classification on each folder in pencil to 
ensure its proper return should it be charged out. 

3 * bvts j lies f; You’ve separated your active files from 

the bulk of your inactive records. You’ve also grouped related 

811 Potability you’ve found folders you 

i* d " Yot V“?£ slao find duplicate documents filed 
in separate folders, or folders that have but one or two papers. 

your system!* 1 * then 18 ^ * e+ ' UP the nece,88ary folders to refine 

S* d ° ^« 8 ' first determine the secondary, and if necessary, 

. t« rt i«ry classification of each peiee of current material 
primary guide . Examine each folder. Often all of the 
n ? ter J*} lB o®* folder can be classified under one secondary 
classification such as Attendance and Absence " which la a 
secondary heading under the primary, "EKHSONJEL." In this case 
-he entire folder can be classified. However, if a folder contains 
miscellaneous papers, for example on personnel matters, you’ll 
need to classify each paper, ^ 

Make up the necessary folders tbat the volume and the number of 
sectary or tertiary subjects require. For instance. If the 
record volume is small, make a folder only for the primary subject 
even though you may have classified some papers according to a* 

SSSS%S. Fnktrs**? 1 *' if S* prSS f?Mer 

C20 : 30 P ie ®®®T.. you can set up secondary folders. 

Place the current material in the new folders, and transfer the 
balance of any noncurrent material back to the noncurrent file. 

** Co ^inue the above process in succession for each subject category 

^L y T V8 . revorked yo^ entire file. You’ll find that this^^ 
trXTlet* 8P8re BOassnt ' 8 vlthout Erupting the orderliness 
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,2 Jan 52* Requesting Porta 




C. 1 -•'! - 

Central Intelligence Agency Records Mans 
(A Brlaf an the Functional Areas of Records Mansgcmsr 

f\H/. ./ •Revision of Fbr«s .^ber.i?« 3y»t**» 7 Jul|. 195* Ma«o 

' 1 ' * Officers and Ssleetsd Loglstlee Office Pertennsl 


X event Program Quid* 

«0 


to All Area Reeorde 


^p tone Management Info rmation , 22 December 195* **•■» jo *11 Area Records Offieere 


./flow to ftroeura Other OoTsmnent Agency Forme Deed by 
to All Area Reeorde Offieere 


/j 


•Forms Mmegeaent Program Booklet 


> 


/,P6rm Management Pester - Don't Waste Forms 
/^PormJO 

' ' ’ ■ • T . •• ; j T ;; : i ? ■ j 

•Forme Management, Air Force Menial , AFM 9-1* 1 January 195 2 %F 

ember 1959 CjS A 


OIA, 15 Korembsr i 960 


.Forms Analysis, 08A Handbook, FHR 7610-655-6220, Roe 

"" ' * V- ; , ;■ ; ■ I 3 f -'-I •)' |l".- I: > 

J ‘ I : •• !ih. : :j - ! .ifi!' ; 1 . • 

•Forms Dooign, (J8A Handbook, Pffl 76lO-755“^771 » September I960 

"p> ■ ■ i;i ••:•!.'»?• ' ' ; • • r ? \ '■ *****-•■ 

•Forme Management, feo posed (ISA Handbook, PiiiN 7610-616-9109 


•Specialty Forms, VToposed OSA Handbook, FSH 7610- 


6r$ a 


1 ; r: !' ■ i ; 
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^/oAre you Dropping Tour 0*et, 1-page Flyer 


V»Bottl#d up by an Addressing and Distribution Rroblsit ■ How Tbssaofax Inktl 
^ Paper 

/^Ocr respondents Management - The Ana%er *c Cutting Cbrroapondonoo fleets. 

Not • mb or 195^ Pamphlet 


j/.I# Rewriting or Retyping Alwaya Necessary t„ 1-page Flyor 
j/oLottara®, 1-paga Flyer 
^/.Modern Writing Styles, Pamphlet 

y „The Correct Angle, for Faater, More Accurate# and Easier Typing, 8-page 
November 195^ •aoklsi 

/Iwhat is Readabilityt j, Phmphlet 


t/.Agensy Handbook, Oorr espondence 3tyle and Procedures 

0 Form Letters, &SA f a Records Management Handbook. - Managing Oorrespondenee 
0 Quids Letters, GSA'a Records Management Handbook - Managing Oorrespondenee 
, Plain Letters, (HDl's Records Management Handbook - Managing Oorrespondenee 



Approved For Release 2001/08/30 : CIA-RDP74-00005R0001 0001 0028-3 

13 DfC% 




, . ft/hr " 

'or^secretariea j : 


j^atjusually^part 
ieri, and work out 
‘ '.estionnal re will 


ft 


9 /M. 

^ | 

1. I have troubltf.:imtT«;ipP^i>%i^f files Ar “ naraes or 

. * titles Uw subjects, flles "*'‘V*'’*' 

nn r irwft nl flf!T 1 T\ mV story because 


•Him** 1wweM^a£»a> 6" 

y/TW^m^rl •■■.-. . 

- mz - 


|Ch*c* 

i t •«« 


; 2. Too freque^ 

related papers (lettefs;^^ 

3* When I look for pape^^^ 

4 


j3gUn,or.e' r>l««’ In e aU>ry because 

^^fbrtns, et'Tw) arc not 




that the ot ie 1 want has be^ Cl 


ar¥>thor office 


.. One reason I have.^|3|p(f |FiJ^li|i^ papers Is that other people remove them- f ran my files 

wl thout telllng : • ®ft§M: * 

,. Another reason 1 SiSllftS&at -people return borrowed : Uian ,n 


5. Another reason 1 -people ret ,.m borrowed pa^igan4;gme then, In 

the wrong place# • « • « »y* • »>•* •:• * * * * * * 

0. I have trouble making thftiibject of papers l t-ct l it the files cl|^sl^||j;pn outline my 

agency prescribes. >• *.. : s.* • • * * ,* * •••• 

7. Writing the file > lepers takes too natch because. 1 nust write 


„ . . , iV , - ..- • 

too many words.. . . * * * * ft-’ 


8. I have to make many cross references to be sure l can i’ind papers|^.,|| 

9. All of our files©**© bpund Wl tft fas tei ,e r s ; It lakes a lot of tin^l^- .fa|^E« 3 .,and mi aster* 

then every time I file © paper... ''’’ftfft’ft’ft*’ 

V). There Is no one I can turo^tq ttfft w ‘ » iU ‘ m '' s vroblims . . . * 

11. We have no system for getting rid of rauny of the P'M*- rs we no lor^r r^Od. 

12. Many papers I get for fj. ji hg are useless but ! •i-'n't feel 1 can tjirow ,t»»^n away because 

no one has given me gui dance on ktat to Weep and what to destroy.... ....... • 

1.7. Many papers I must file ape duplicated in o*..-h r tiles and 1 don * wh > 1 have lo 

file them ftftf. >>■>'• •• *f> • 


14. We have to lhrnish central files a copy <t ?.<*»• r all letters we prepare 

16. Other problems 1 have In keeping file?-; thlrg;- I'd like to loam In class: 

(pleat* deter ibe on the reearee of t h t * ?»*• ( • ■ ' »"«) * * * ~ ' 


16 . of the problems I have checked above, the 


have given me the most trouble 


PM-' I I 


1. I estimate that the nu*ber or tl.es a day ay fins *u ascb'by ac or others) is 

Q 5 or less Dn° r< “ th ' ,r ‘ • ‘J 

T uy dll 


. yy 1 1 ling workload per day i« 

P io or less papers Qover 10, i>ut lrss - n>ir ' ^ 

3. About the filing systes used lo sy oftlce 

n I inherited it rroa «y predeeeaaor □ if-.> o.n 

□ My agency require* it □ None of these it’s 

Q |t*» not in writing 


[J 50 or aore papers 


D w b i 


ade it up 


one day lf you thou|:ht the l | ,trucu ? n ;? ,ttl<1 lnclude p roble “ you 

M are Uviag your filesV 1 

UYeS ••• “ 


IB; 5, iy ««ency is 

|B . .■-■■■:■ ■ 




6. yy office is 






|7j uy position in the office 1* 

imm. ■ ^ 


■ 'os* wash oc * ■ ■" : : ; : v 
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y .An Introduction to Report# Management, July 195^ (Rimphlet) 

^Sample Of floe Notice Inaugurating a Report# Management Program 

Sample Off io# Regulation for Operating a Report* Management Program 

Analysing Requirements for Adminl itratlre or Management Report#, Not 195^ (Ptaphlrt) 


1 / ~ 




Approved For Release 2001/08/30 


CIA-RDP74-00005R0001 0001 0028-3 

r ; 



25X1 A9a 

Approved For Release 2001/08/30 : CIA-RDP74-00005R0' 


fables of Floor Leeds end Iquipoeist 'heights 


Warehouses, shore ground 

ttnltraefl, floor as ground 

®»ster, stage 

Uses ter, "balcony 

Ftfelic buildings, such as 
dance balls, gymmslvem, 

Wl^tJflVUP JlJSvS $ QXXt vtMfcS v*£FII • 

Public anting places 

PiatoXic tsecfcllig p3jtc$® 
with fixed seats 

Office b uildi n g s 

Hasident buildings, such as 
beams, betels, end apert- 
nents. 


125 to 250 pound* per sq. 
iSaliaited 

150 pounds per sq. ft. 

60 pounds per #q. ft. 


100 pounds per sq. ft. 
100 pounds per sq. ft. 
WO pounds per sq. ft. 

60 pounds per eq. ft. 
75 pounds per eq. ft. 


bO pounds per sq. ft. 


ffoi ril na f f* file 

Hsrring-Kell-ffervin safe file 

J^ar -drawer {uninsulated} 
file ooblast 

Flee-drspser (uninsulated) 
file cabinet 

Stop cabinet containing paper 
{k tiers high) 


eifw * s^ B1 

M&fpn# Www 

gjaft Leaded 

1000 pounds per unit 
1300 pound* per unit 


300 to bBo pounds per unit 


375 to 500 pounds per unit 


2500 pounds to 3500 pounds 


Jfoo&shtiring (pocfeed) 
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